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Registration Page

You have been invited to participate in a 
Virtual Event.  The host of the event has 

sent you a registration link for you to 
register and build out your Organization’s 

Booth.  

This guide will walk you through that 
process as well as what the event will 
look like on Event Day and some best 

practices.  We hope this guide will make 
your set up easy and quick!

CLICK REGISTER TO EVENT 
TO BEGIN

Click Register



Register as an 
Organization

On the Authentication screen:

Select Register as an 
Organization.

Enter your Email, Create your 
Password and Confirm 

password.

Select Terms and Conditions 
and then select REGISTER. 

Register as Organization

Lastly, Hit 
Register



Next You Will Begin The Set-Up Wizard

A very important note prior to starting the Set-Up Wizard

If you are going through the steps and you do not have all the information readily available, you will 
be able to add information to your booth after you complete the Wizard under MY ORGANIZATION.  

The most important part is to complete all the way through the wizard and hit the “Complete
Registration” button in the final step.

You will then see “Registered To Event” under the Registration Page image.



Step 1
Basic Company 

Information

Enter Organization Name and the 
Owner of the account’s name and 

press continue. Owner of Account’s 
Name

Click Continue

Company Name & 
Phone Number



Step 2
Adding Company 

Logo

Click on the CHANGE button to go 
to your files. 

Ideal image size is 500x250 but the 
upload also allows you to zoom in 

and out of your image.  

Images must be .jpg, .jpeg or .png
file types. 

Click Change to 
Select Image



Step 2 
Adding Company 

Logo

Once the Image is in the box, click 
UPLOAD IMAGE.

Click Upload then 
press continue



Step 3
Adding About Us

This step will create a tab that will 
be on your booth for candidates to 
learn about your company and why 
they would want to work for your 

organization.  

This is where you get to tell 
candidates why it is so great to 

work for your Company!

Add Company Bio

Press Continue



Step 4
Adding Links 

Add your Website, Social Media 
and Custom Links to your booth.

Custom links are a great area for 
you to showcase links and videos 

about your company.

Add Website and 
Social Media Links

Add Custom 
Links

Continue



Step 5
Adding Users 
/Recruiters

Here you will be adding additional 
recruiters, if you have them, setting 
their credentials and setting their 

permissions/roles.

Click Add New User 



Step 5 
Adding 

Users/Recruiters

3 User Roles

Administrator – Can do everything

Editor – Can make edits but not create 
new users

Representative – View Only,  Can 
operate as a recruiter but can not make 

edits

You will then need to set password or 
press save, and an email will be sent to 

user to set their own password. 

Set Role

Set Password

Press Save



Step 6 Set Up Wizard

Adding Job Vacancies 
(3 Step Process)

You may add as many jobs 
as you need to.  After each 
job is entered it will bring 

you back to job Vacancies in 
case you have more to 

enter.  

Click Here



Step 6
Adding Job 
Vacancies

Enter Job name, Location,  # of 
positions and Estimated Salary.

Job Title – Start typing your job title 
and then select a title from the list

Unique Job Title – If the Job Title 
does not match your exact Job Title 
for the position, you can add the 
true title in the Unique title space.  
This is what will appear to the job 
seeker.  

The Estimated Salary is optional 
and allows you to add test for 
Bonuses, Tips and Commissions. Press Continue

Enter Job Title, Unique Job Title, 
Location(s), # of Positions 
Available and Est. Salary



Step 6
Adding Job 
Vacancies

Enter Job Description



Step 6
Adding Job 
Vacancies

Review and Complete.

Once you press complete it will 
take you back to Job Vacancies in 

case you have more to enter, if not 
press continue to move to Step 7.

Review

Complete



Step 7
Select Booth 

Design and Avatar

Click Edit Booth 
for Design Options



Step 7
Select Booth 

Design and Avatar

Choose Design from Drop 
Down List Then Choose 

Avatar or No Avatar

Press Confirm



Step 8
Select Categories

Not all events will have 
categories.  

In this step, if the event you are 
attending has categories to 

separate companies by, please 
choose at least one.  Please take 
your time in choosing as this is 

where your booth will show in the 
event.

YOU WILL NOT BE REGISTERED IF 
YOU DO NOT HIT THE COMPLETE 

REGISTRATION BUTTON

Press Complete 
Registration



Congratulations!!!
Registration 
Completed

You are NOW 
Registered!



Making modifications or additions after the Set-Up Wizard

Under Settings on the left side of your screen go to the Organization 
Tab.  Here you can edit every aspect of your booth including general 
information, adding recruiters and job vacancies, booth selection and 
Booth Preview in the booths section. 



My Profile

Each recruiter/user will have their own profile.  Click My Profile to 
update your profile and add Quick Replies.  In your profile you can add a 
profile photo, military status and job title.



Quick Replies

Each recruiter can add canned responses called quick replies.  These are 
very helpful during events and can be used for initial greetings, sharing 
contact info or application websites, prequalifying questions  and wrap 
ups.



My Schedule
My Schedule will provide you with a calendar to add your 
availability and the meetings tab will help you keep track of 
your meetings.

Note: Not every event utilizes the schedule feature



My Schedule

My Schedule will provide you with a calendar to add your 
availability and the meetings tab will help you keep track of 
your meetings.

Note: Not every event utilizes the schedule feature



My Schedule

Select the drop-down menus to view other users 
of your booths availability and to change your 
meeting duration.

Note: Not every event utilizes the schedule feature



My Schedule

When you click into Access Booth to enter the 
event, you will be notified if the scheduler is 
enabled. This pop up will give you the ability to 
view the availability you have entered or to add 
your availability if you have not done so.

Note: Not every event utilizes the schedule feature



My Schedule

While in the event you will have the ability to 
update your calendar if you need to make 
changes.

Note: Not every event utilizes the schedule feature



Recruiter Booth Tour
Once in your recruiter booth, this is where you will remain for 
the duration of the event. You will see visitors enter in the 
visitor column. You can click on the attendee’s name, and this 
allow you to text chat with your visitor. 
The blue Active button will list all current visitors in your booth, 
when you click on the active button, this then turns to Show All, 
which shows you all the visitors that have come to your booth.

The Registered tab will allow you to view all the registered 
attendee profiles and the opportunity to invite them to your 
booth. ( not all events will have this feature)
The Submitted Resumes tab allows you to view all attendees 
that have submitted their resumes to your jobs.
The Schedule tab will list all your scheduled interviews for 
the day and allow you to join them

Team Chat

Chats

Send a Message

Action Buttons



Video, Attendee 
Profile View and 

Settings

Each recruiter will have access to 
video chat. There will be an option 

for one-on-one video or video 
conference.

If you click on the person icon, this 
will take you into the attendee’s 

profile.

The gear wheel will allow you to 
add additional Quick Reply 
Messages from your booth.

Video Chat
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Video Conference
Select group call or presentation.

Group – Everyone has audio / video
Presentation – Only recruiters have audio / video



Video Conference
Group video allows multiple attendees and users of 
the organizations to participate in group video. All 

users can see each other, text chat, and share 
screen.



Video Conference
Select when the group call will take place.



Video Conference
When you select to schedule a group call for the 
future, you can only choose times you have 
provided in your schedule. 
Be sure to set your availability in your schedule 
before each event.



Video Conference
Select users of your booth to be presenters in your 
group call if you'd like, it is not mandatory, then 
select Next.



Video Conference
Select attendees to join then click start.



Microphone

Toggle Video

Camera

Group chat

Leave conference



Microphone

Toggle video

Camera

Group chat

Leave conference

Add participants

View joined attendees



Booth Broadcast Messaging
• All Booth Visitors will send to every visitor that came to your booth during the event.  Also 

gives ability to send via email to any attendee that has logged off.
• Active Booth Visitors will send to only visitors currently in your booth
• Limits only 1 message every 5 minutes

Select All or Active

Add Messaging

Email to Users logged off 



• Recruiters can now be added to multiple booths using 
the same email address

• Recruiters Email and Password will remain the same 
for each booth

• Top Right Corner – allows you to switch accounts

• Select which account you want to access

• Each account the email is associated with will have its 
own profile and quick replies. 

Single Email associated with Multiple Accounts

Select Booth



After Event
Analytics & Reports

After the event, go to your dashboard 
and click MANAGE EVENT.  

Here you will find:

Reports
Live Dashboard
Attendee List

Video Recordings



After Event 
Reports

After the event, go to your 
dashboard and 

click MANAGE EVENT.  

Here you will find a tab for your 
reports.  

We offer 3 reports to companies, 
Visitor Log, Chat Log and Resumes.

Click on the report and then click 

generate.



Recruiter Best Practices
Tips to help you have a successful event

• Review training videos in the training tab of your dashboard to ensure you are ready 
for your event.Review

• Finalize and review your booth and job vacanciesFinalize Booth

• Prepare your recruiters and team with any training videos and team plans for the 
event.  Sign in early and remain in your booth during the eventPrepare Team

• Add and use your Quick Reply MessagesQuick Replies

• Utilize your Internal Chat to talk with your team during the event.Internal Chat
• Take time to review the candidate's profile by clicking on the person icon at the top 

of your chat box.  Take a minute to disposition your candidate once you are done 
speaking with them

Review Attendee Profile

• If a candidate does not respond right away, remember they are reading your 
companies Bio and Job Vacancies.  Be patient as it may take them time to respond.Be Patient

• Utilize your reports found in the Manage Event for follow up with your potential 
candidates.Utilize



Have a GREAT Event and 
Good Luck from The 
Premier Virtual Team!!!


